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1. Explanation of Material Transmitted: The materia transmitted provides information about
employee acceptance of cash or servicesin kind from anonfedera source, the purpose of which isto
defray in whole or in part travel and related expenses. Theinformation isto beinserted in NIH
Manua 1500 as Chapter 08 " Acceptance of Payment from Nonfedera Sourcesto Cover Travel
Expenses (Sponsored Travel)". In addition, there isatranamittal of a document entitled " Sponsored
Travel Regquirements/Procedures’ which isto be inserted in the manud as"Appendix No. 6". This
document outlines specia requirements for Senior Level sponsored travel, provides proper protocol
to be followed prior to the trip including the requisite ethics clearances, and delinestes the post-trip
procedures including Travel Voucher package stipulations.

2. Filing Ingtructions. Insert NIH Manua 1500, Chapter 08 " Acceptance of Payment from
Nonfedera Sourcesto Cover Travel Expenses (Sponsored Trave)".

PLEASE NOTE: For information ornt
Contents of this chapter, contact the Office of Financial Management on 301-435-2927.

Online information, enter thisURL:
http:/Aww1.o0d.nih.gov/oma/manual chapters/management/1500.

To sgn up for email notification of future changes, please go to the NIH Manua Chapters
LISTSERV Web page.
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1500-08-00 Acceptance of Payment from Nonfederal Sourcesto Cover Travel
Expenses (Sponsored Travel)

A. Purpose. This chapter setsforth Department and NIH policy with respect to acceptance
of cash or servicesin kind from a nonfedera source, the purpose of which isto defray in whole
or in part the travel or related expenses of “employees’ asdefined in 41 CFR Part 304-1.2
and the DHHS Travel Manud Chapter 1-70 (includes Commissioned Officers). It dso
establishes NIH procedures for the preparation and processing of the Form HHS-348,
“Request for Approva to Accept Payment of Travel Expenses from a Nonfederd Source”
(You may obtain acopy at the following web ste:
http://forms.cit.nih.gov/adobe/travel/[HS348.PDF). Employees may not, under any
circumstances, accept an honorarium or retain cash in excess of actua expenses. The
acceptance of payment or in kind services from a nonfederal source should bethe
exception and not the rule. NIH components shall not use the authorities set forth above to
shift the cost of their normal travel programs to nonfederal sources. NIH employees shall
not solicit payment of travel expenses from nonfederal sour ces.

NOTE 1: Theregulations which appear in 41 CFR Part 304 and the travel policies and
procedures contained in HHS Travel Manua Chapter 1- 70 and this chapter, asthey
pertain to Acceptance of Payment from Nonfederal Sourcesto Cover Travel Expenses,
do not extend to certain individuals who by definition are not consdered “employees’.
Theseindividuas do not receive civil service gppointments and are retained by NIH to: 1)
conduct research under atraining or other agreement; 2) are permitted to engage in
scientific sudies and investigations usng NIH research facilities; or 3) provide research
sarvices, direct patient care, and other types of services for the NIH on avoluntary basis.
For the purpose of this manud, these individuas will betermed Non-FTE persons. For a
definition and corresponding information on travel of Non-FTE persons, See NIH Manua
1500 Chapter 10-00 “Temporary Duty (TDY) Travel and Relocation of NonFTE
Persons’, pending release.

NOTE 2: Individuals who are assigned to NIH under the Intergovernmenta Personnd Act
(IPA) (5U.S.C. 3374 or 5 U.S.C. 3372) by appointment are consdered “employees’
for the purpose of this chapter. Individuaswho are assigned to NIH under the IPA by
detail are considered non-FTE persons and therefore do not come under the guidelines of
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this chapter (See NIH Manual 1500 Chapter 10-00, “Temporary Duty (TDY) Trave and
Relocation of Non-FTE Persons’, pending release).

B. Authority. Information and legidative background used in these guiddines, and which
can be referenced in detall, isincorporated in the terms of the Government:=s Ethics Reform
Act of 1989 (18 U.S.C. 202 et seq.); 41 CFR Part 304-1; HHS Travel Manua Chapter 1-
70; August 5, 1993 Memorandum from the Associate Director for Administration, NIH,
tranamitting NIH Manud Chapter 1961-9; 5 U.S.C. 7342, 31 U.S.C. 1353, 42 U.S.C.
3506; and NIH Manua Chapter 1130, Delegations of Authority Travel #7.

C. Delegationsof Authority. For the mgority of NIH employees accepting non-Federal
source funding, the authorizing officid sgnature required on the HHS-348

“ Request for Approval to Accept Payment of Travel Expenses from a Nonfederal
Source” isthe IC Director/Deputy Director/Executive Officer and the recommending officia
may be the |C Ethics Officer. Exceptions and specid Stuaions are:

1. 1C Directorsand OD Senior Staff. Inthe cases of travel-related activities for
IC Directors, the IC Executive Officer or equivdent level will serve asthe
recommending official and the Deputy Director for Management, NIH will
serve as the authorizing official.

Within OD, for trave-related activities of the OD Executive Officer, the Deputy
Director for Management, NIH will serve asthe recommending official and the
Deputy Director, NIH will serve as the authorizing official. For travel-related
activities of the Deputy Directors, Associate Directors, and Office Directors, the
recommending official isthe Deputy Director, NIH and the authorizing
official isthe OD Executive Officer.

NOTE: For additiona information on Executive Level Sponsored Travel, See NI H
Manual 1500 Appendix 6, “ Sponsored Travel Requirements/Procedures’.

2. Spousal travel, accommodationsin excess of the FTR, or a potential
conflict of interest situation. In the case of trave involving gpprovas such as
spousd travel, accommodationsin excess of FTR limitations, or a potentialy
conflicting nonfederd source, the same delegations of authority outlined in“C” or “C
(1)” above will be applicable.
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D. Definitions.

1. Advisory services. Advisory services have certain characteristics which
diginguish them fromamesting. These are assgnments which may be

longer in duration; convey a sense of urgency or immediacy about their purpose;
involve providing advice and technica assstance or conducting technical or scientific
training or research; or mogt typicaly for HHS, are sponsored by international
organizations such as the United Nations, the World Hedlth Organization (WHO),
Pan American Health Organization (PAHO), Food and Agriculture Organization
(FAO), and/or foreign governments.

Theterm Aadvisory servicesi is agpplied under the following circumstances:

a) The purposeisto provide information, expert advice, or professona judgment
on aspecific topic;

b) At the request of an outside party;

C) Inasating where attendance is limited to specifically sdlected individuds, and

d) The benefits accrue more to the outside party than the employee.

2. Cash. ACashi is currency, coin, checks, drafts, or other commercid paper that is
convertible into currency or coin.

3. Conflicting non-Federal source. Any person or entity other than the
Government of the United States that has interests which may be subgtantialy affected
by the performance or nonperformance of the employees duties.

4. Employee. An gppointed officer or employee of an agency including an individud
employed intermittently in the Government service as an expert or consultant in the
Executive Branch (as defined in 31 U.S.C 1353) gppointed under the authority of 5
U.S.C. 3109, or a Specid Government Employee as defined under 18 U.S.C. 202
(See also 41 CFR Part 304-1.2).

5. Foreign government. Every foreign government and any representative or entity
thereof including, for example, a university, foundation or society, or aresearch facility
owned or operated by the foreign government. (Contact the Divison of Internationa
Reations, John E. Fogarty Internationa Center (496-4784) for assistance.)
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6. Meeting or smilar function. A conference, seminar, speaking engagement,
training course, or Smilar event that takes place awvay from the employeess officid
gation. Thisterm does not include events to carry out an agency:s statutory and
regulatory functions, such asinvestigations, inspections, audits, Ste visits, or
performing advisory services, and does not include promotiona

vendor training or other meetings held for the primary purpose of marketing the
nonfedera source:s products or services.

7. Nonfederal source. Nonfederd source means any person or entity other than the
Government of the United States. The term includes any individual, private or
commercid entity, nonprofit organization or association, state, locd, or foreign
government, or internationa or multinationa organization.

8. Payment In Cash. The acceptance of cash or smilar insrument from nonfederd
sources for cogtsincurred by the traveler for deposit to the Federa appropriation
(reimbursable account) from which the traveler is paid.

9. Payment in Cash for retention by thetraveler. Acceptance of cash
relmbursements from nonfedera sources by the traveler for retention by the

traveler. Important: For directions on how to process checks made payable to the
traveler, see NIH Manual Chapter 1500-08-02.

10. Payment In Kind. Payment AIn Kind@ means goods or services provided in lieu
of funds paid to an agency by check or smilar instrument for travel, subsistence, and
related travel expenses.

11. Travel, subsistence, and related expenses. Trangportation, meds, lodging,
and other items related either to travel tickets or paid bills for such travel and related
expenses. The term aso includes expenses such as conference or training fees and
includes other benefits which can not be paid under the gpplicable travel regulations
and which are provided in kind and made available by the sponsor to al attendees
incident to and for use at the meeting or smilar function.

1500-08-01  Legidative Authorities

Acceptance of payment for travel, subsistence, and related expenses is authorized under the
following datutes:
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A. Trave Acceptance Authority, 31 U.S.C 1353. Provides authority for the
Department or an employee on behdf of the Department, to accept payment from a
nonfedera source for travel, subsistence, and related expenses in connection with
attendance at meetings and smilar functions relaing to the officid duties of the employee.
Implementing regulations provide for acceptance of travel payments for an accompanying
spouse at 41 CFR 304-1.3(b); alow for acceptance of payments in excess of maximum per
diem rates and higher modes of trangportation than that alowed by applicable travel
regulations, a 41 CFR 304-1.3(d); and permit acceptance of payment from a conflicting
nonfedera source only when the entire program scope of an IC is consdered and only after
numerous criteria governing such acceptance are carefully examined at 41 CFR 304-1.5
and the August 5, 1993 Memorandum from the Associate Director for Administration
trangmitting NIH Manua Chapter 1961-9. The Statutory authority prohibits employees
and/or their accompanying spouse from directly accepting paymentsin cash/check or smilar
insrument made payable to either traveler from the nonfederal source.

1. Payment for an accompanying spouse. Under 31 U.S.C. 1353 and 41 CFR
304-1.3(b), payment for an accompanying spouse can be accepted under very limited
conditions. The pouse must travel pursuant to an officid trave authorization (order)
which clearly references the employees travel authorization and the purpose of the
trip. In addition, the following conditions must be thoroughly documented on the
spouses trave authorization:

a) The spouse will support the mission of the agency or subgtantialy assst the
employeein carrying out hisgher officid duties,

b) The spouse will participate in substantive programs related to the agency:s
programs or operations; or

c) The spouse will attend a ceremony a which the employee will receive an
award or honorary degree.

2. Payment in excess of regulatory limitations. Payment in excess of the
maximum per diem rates, or transportation in a mode higher than coach may

now be accepted only when the Aaccommodation or other benefit furnished is
comparable in vaue to that offered to, or purchased by, other smilarly stuated
individuas atending the meeting or Smilar function.f) (August 5, 1993 Memorandum
from the Associate Director for Adminigtration, NIH, transmitting NIH Manud
Chapter 1961-9). Theinvitation letter to the agency from the nonfederal source must
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contain language to this effect when an organization offers to pay for above
government sandard rate travel.

3. Conflict of interest analysis. The appropriate officid must certify that given the
circumstances, a reasonable person with knowledge of dl of the rdevant facts would
not question the integrity of the agency programs or operations and that the trave isin
the Indtitute or Center=s interest, the employee has been authorized to attend in an
officid capacity on behdf of the IC or NIH, and that the travel will advancethe IC=s
mission, or may bein support of an NIH misson. An accompanying spouse must
adhere to the same conflict of interest andysis asthe employee. A traveler must have
the sponsored portion of the travel approved by the appropriate |C official for conflict
of interest, prior to commencement of the trip.

B. HHSTravel Acceptance Authority, 42 U.S.C. 3506. Provides authority for an
employee to accept on behdf of the Department, payment from a nonfederal source for
travel, subsstence, and related expenses in connection with atravel assgnment related to
the provison of “advisory services’ by theemployeeas part of hisor her official
duties. Trave in pursuit of joint or collaborative research activity, ether foreign or
domestic, might be considered advisory services. However, acceptance of payment for
travel for employees who provide advisory services as officers, directors, or trustees of an
outsde organization, as part of ther officid duties, is prohibited unless the employee first
obtains awaiver of financia conflict of interest under 18 U.S.C. 208 (b). For information
on this prohibition, contact your IC Ethics Officer.

C. Foreign Giftsand Decorations Act, 5 U.S.C. 7342. Provides authority under
which employees and members of an employees family and household may accept gifts of
travel expenses for travel taking place entirely outside the United States when the
donor is aforeign government (including internationa and multi-nationa organizations such
as World Hedth Organization (WHO), Pan American Hedlth Organization (PAHO),
Internationa Agency for Research on Cancer (IARC), and Food and Agricultura
Organization (FAO). Acceptance under this authority must be consstent with the interests
of the United States and the travel must be approved by the appropriate authorizing officid
even where the employee travels in his or her private capacity on non-officia time (see
NIH Manual 2300-735-4, Outsde Work and Related Activities with Outside

Organizations).
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1500-08-02 Methods for Reimbursement of Travel Expenses by
Nonfederal Sponsors

A. Department Policy. When NIH employeestrave for officia purposes as
representatives of the agency, the acceptance of cash or servicesin kind from

nonfederal sourcesto defray travel or related expensesis permitted.  Acceptance of
payment by check or in kind services for travel expenses from nonfederal sources must be
approved in advance (see 41 CFR 301-2.5(n) and 41 CFR 304-1.4) by the appropriate
IC officid designated to approve such payment (see NIH Manual Chapter 1500-08-
00(C). There are three (3) methods under which such cash or in kind rembursement may
be made.

1. In Cash for deposit to the NIH appropriation. Reimbursement by the sponsor
to the employees agency (NIH) in cash for deposit to the Federal reimbursable
aopropriation from which the travel ispaid. Thisisthe preferred method of
reimbur sement.

2. InKind. Goods or services provided in lieu of funds paid to an agency by cash or
amilar instrument, for travel related expenses. This could include the provison of
prepaid tickets, hotel accommodations, medls, etc., to the

traveler. Under thistype of reimbursement, no cash transaction transpir es between
thetraveler or NIH and the sponsoring or ganization.

3. In Cash for retention by thetraveler. Reimbursement by the sponsor directly to
the employee in cash (currency) or check made payable to the employee to be retained
by the employee. Thisisthe least favored method of reimbursement and is now
prohibited for sponsored travel under 31 U.S.C. 1353 to Aattend mestings or related
functionsi). Cash reimbursement may il be received and retained by the employee
under the authority to provide advisory services (42 U.S.C. 3506) or under the Foreign
Gifts and Decorations Act (5 U.S.C. 7342). However, in accordance with DHHS
travel policies and procedures, this should only occur under very rare circumstances, i.e.
when the gponsoring organi zation does not have the authority to make paymentsto a
Federa agency, and when such acceptance is clearly in the best interest of the
Government.

B. Conditionsfor Reémbursement.
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1. Nohonorarium. No honorarium or fee for services may be accepted by an
employee for the performance of hisher officid duty. Since ASponsored Traveld

is performed during norma work hours, only travel-related expenses can be paid by
the sponsor.

2. Reimbursement must be from nonfederal funds. Travel reimbur sements may
not come from fundsreceived under any Federal Gover nment grants, contracts,
cooper ative agreements, or other Federal funds. Sponsoring organizationswhich
elect to remburse the Federd Government gppropriation rather than provide Aln Kind@
sarvices, should make reimbursement checks payable to AThe National I nstitutes of
Health@, not the individual traveer.

3. When reimbursement checksor “cash” are made payable to the individual
traveler. Incaseswherethe traveler is performing officia business under authority 42
U.S.C. 3506 or 5 U.S.C. 7342, a check may be made payable to the traveler as stated
abovein NIH Manua 1500 Chapter 08-02 (A)(3). In accordance with NIH policy, the
traveler must present the sponsor=s check (per sonal checks are not per mitted to
replace a sponsor:s check) aong with a copy of the completed voucher and a copy of
the HHS-348 to the OFM Travel, Fellowships, and Cashiers Section, Building 31,
Room B1B23 for credit to the proper appropriation. Travelers endorse the check and
write, APayable to the Nationd Ingtitutes of Health) below their sgnature. For “ cashi
reimbursement, the traveler isto turn the cash (foreign currency or U.S. dallars) dong
with supportive documentation over to their respective adminigtrative officid immediately.
That officid or hisor her designee is then responsible for hand carrying the cash and
supportive documentation to the OFM Travel, Fellowships, and Cashiers Section for
appropriate deposit. (A nomina fee for foreign currency conversion will be passed aong
to the respective IC).  If the traveler is due money, he or she will be reimbursed by
direct deposit method to his or her financid inditution.

Note: The sponsor’s check should be obtained and submitted along with the
traveler’svoucher. In the event however, the voucher is processed without the
sponsor:=s reimbursement check, and the check is submitted to OFM at a later
date, include a copy of the HHS-348 and a copy of the Travel Voucher with the
sponsor=scheck. In all cases, every effort should be made to collect the funds
from the sponsor, otherwise, the monies not collected from the sponsor will be
taken from the | C appropriation.
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4. Cannot mix authorities. Employees and authorizing officids are cautioned thet they
cannot Amix and matchi) provisions from the various acceptance authorities when offered
travel related expenses from a nonfedera source. For example, an employee may not
travel under Title 42 U.S.C. 3506 and an employees spouse travel under 31 U.S.C.
1353. In addition, an employee may not travel under 42 U.S.C. 3506 for oneleg of a
trip and under 5 U.S.C. 7342 for a second leg of the sametrip.

5. Employee Conformance with Travel Regulations. An NIH employeein travel datusis
aways expected to travel under the policy established by the Department whether the

source of funding is Federd or nonfederd. Thisincludes the per diem rate, reimbursement for
mileage, and the mode of travel on common carriers. However, 31 U.S.C. 1353, 41

CFR 304-1 and DHHS Travel Manua Chapter 1- 70 provide authority to accept higher modes of
travel, and per diem above Government rates, under certain circumstances. NOTE: FTR 301-
73.102 providesthat NIH travelers mug use the travel management sysemin placeat NIH, i.e, a
TMC, to arrange for common carrier transportation, lodging, and rental car services (See NIH
Manua 1500 Chapter 02-01). This should occur for al “In Cash” sponsored travel transactions.
For “In Kind” sponsored travel transactions, atraveler may obtain services viathe Sponsoring
Organization but those services must be in compliance with the regulations provided in 41 CFR
304-1 and the palicies and procedures contained in DHHS Travel Manua Chapter 1-70.

6. Acceptance of Payment Stipulationsfor NIH Employees.  If the nonfedera
source offers to pay for higher than maximum per diem and/or transportation expenses
otherwise dlowable in the FTR, and subsequently does not pay the NIH in full, then NIH
can only alow and pay expenses not to exceed those specified under the applicable
regulations. In these circumstances, the employee may be respongible for rembursing the
NIH for those expenses incurred which are beyond the amount authorized by the
goplicable trave regulations since they cannot be paid from NIH funds. Also, if a
nonfederal source does not pay NIH in full for an accompanying spouse, the employeeis
aso respongble for full rembursement to the NIH for the amount in excess of the amount
authorized by the applicable travel regulations.

1500-08-03 Proceduresfor Preparing Sponsored Travel

A. Letter of Invitation. Once an employee has received the Letter of Invitation, email, or
telephone cal (documentation required) from the sponsor, he or she should notify their
upervisor aswell astheir adminigtrative gaff immediatdly, in order to begin the ADB system,
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HHS-348 process.  Upon receipt of thisletter by the adminigtrative saff, it is very important to
examineit dosdy to determine whom specificaly, will be issuing the funds to cover the
gpplicabletravel. The letterhead may display the name of the sponsor but the actud source
paying for the travel will be described in the text of the letter. Thisis extremely critica in order
to ensure that the gppropriate conflict of analyssis performed.

B. An Authorizing Trave Order. Therevised HHS-1 ATravel Order@ form on the
NIH ADB system isrequired for al reimbursable travel. In addition to providing the
necessary documentation in regard to the proposed trip, the Travel Order placesthe
traveer in aduty status while avay from hisher assgned officiad duty sation.

1. Preparingthe Travel Order. Prepare aTravel Order usng the ADB system
Trave Program:

a) Use the IC travel account number (CAN) on the Order and indicate a
Asponsored) trip on the first (Header) screen;

b) Enter dl travel cogts trangportation, subsistence, and related travel expenses,
and

¢) Desgnate those expenses being paid by the sponsor with the appropriate
ASponsor Reimbursement Codel) B N or K, and expenses being paid by the
Ingtitute or Center with NO Sponsor-s CODES.

2. Preparingthe HHS-348. The HHS-348 form appears directly after the first
screen of the ADB system Travel Order. It must be prepared in conjunction with
the Order.

a) Funding source. On the HHS-348 form, list the name and address of the
organization that isactually going to fund the trip as the sponsor.

b) Reimbursable account number. Each |C has a separate funding source
known as a Areimbursable CAN( to obligate monies in connection with
sponsored travel. Type this number at the top of the Sponsor Screen on the
ADB sysem. Additiondly, an Aauthority@ for the acceptance of sponsored
funds must be noted on the HHS-348 travel screen. Select

Authority Title: 31 U.S.C.1353, 42 U.S.C. 3506, or 5 U.S.C. 7342.

¢) More than one sponsor. If there are two or more sponsors on atrip, use a
separate ASponsor Screen( for each when entering the datainto the ADB
system Travel Program. The ADB system dlows up to nine Sponsors per trip.
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C. Completion of the HHS-348 and NIH Certification Checklist. The successtul
gpplication of the foregoing policy is dependent upon the correct and timely completion of the
Form HHS-348, “ Request for Approval to Accept Payment of Travel Expensesfrom a
Nonfederal Source’ and the NIH Certification Checklist (August 5, 1993 Memorandum from
the Associate Director for Adminigration, NIH, transmitting NIH Manual Chapter 1961-9;
NOTE: Each IC should use this formatted version of the NIH Certification Checklist). The
Form HHS-348 serves two purposes:

1. Documentation. It documents, justifies, and requests the approval of the
gppropriate IC officid for the acceptance of payment in cash or in kind from a
nonfederal sponsoring organization for travel and subsistence for officid business
purposes,; and

2. Certification. It digplays the conditions under which the money is being
considered for acceptance e.g., Title Authority. It reports/certifiesto the
Recommending and Authorizing Officids and the Office of Financid Management the
actua receiptsin cash for deposit to the appropriation, or in kind, when so authorized,
upon completion of the travel.

D. Submission of the HHS-348 Request Package.

1. Certification checklist. Be surethe Certification Checklist (August 5, 1993
Memorandum from the Associate Director for Adminigiration, NIH transmitting NIH
Manual Chapter 1961-9) iscompleted. All three Sgnatures, titles, and dates must be
completed at the bottom of the form.

2. Timeframeand proceduresfor HHS-348 Request Package. The HHS-
348 Request Package should be submitted to the appropriate authorizing officid at
least 15 calendar days prior to the departure date. An origina and one copy (if
copy isto be sent to OD) of the package are required. Assemble the package in the
following order:

a) ADB system Travel Order, Itinerary, and HHS-348;
b) Original Inviting Document;
¢) Certification Checklist. Completed and signed;
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d) Late HHS-348 justification memo. Thisisa requirement when, in
extreme emergency situations the package can not be submitted at least 15
calendar days prior to the trip and should be properly documented. Be sure
memo isincluded in all applicable packages. The justification memo
should detail what administrative action is being taken to ensure timely
submission of requests by the traveler for future trips of this nature; and

€) Copy of Notification of International Travel (NIT) - for Foreign Travel
only, if applicable. The NIT should be forwarded to FIC not later than 3
weeks prior to the trip departure date and should accompany the HHS-348
request package.

3. Amendments. Amend the HHS-348 document and the accompanying Trave
Order if there are changes to the sponsor:=s name and/or address, purpose of the
trip, or the authority cited. Changes to cost estimates or to the method of payment
should be recorded at the bottom of the HHS-348 (may be written manualy) and
cited on the Travel VVoucher when the trip is concluded.

Submission of HHS-348 Voucher Package. A Travel Voucher and dl related
recei pts and documents for the sponsored trip must be submitted within five (5)
working days of the traveler=sreturn. The Travel Voucher should includeall
appropriate sgnaturesand isrequired for both “In-Kind” and “In-Cash”
reimbursement. The following is required in order to findize and/or initiate
reimbursement for sponsored trave:

1. Preparingthe Travel Voucher Package. Show documentation of all
expenses whether In Cash for Deposit to the NIH Appropriation, In Kind as
provided by the sponsor, or reimbursed to the traveler from the IC Appropriation.

Submit the following items to the respective Adminigrative Office:

Original completed Voucher;

All necessary receipts,

HHS- 348 with traveler=s Sgnature at bottom,;

Certification Checkligt;

Check from sponsor made payable to the Nationd Ingtitutes of Hedth, if
applicable; and

AR A A
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$ Invitationa Letter, Copy of Natification of Internationd Travd, if
applicable (Foreign Travel ONLY).

2. Final signatures. After the Adminidrative Office reviews and gpproves the
Travel Voucher, it will be returned to the traveler=s office for find certification.
Travelers must Sgn and date the voucher directly under the A.O.zs Sgnature,

3. Official fileinstructionsand report requirements.

$ ThelC Adminigrative Officer (or designated officid) isresponsgible for
keeping dl origind vouchers and HHS-348 packages.

$ Thesponsor:s original reimbursement check adong with acopy of the
HHS-348 and a copy of the Travel Voucher must be submitted to the
Office of Financid Management (OFM), Travel, Fellowships, and
Cashiers Section,
Building 31, B1B23. The check should be annotated with “ Sponsored
Travel” and the Travel Order Number.

$ Be sure sponsor=s reimbursement checks are clearly recognizable by
attaching them to the front of the voucher. Do not mix checks among the
other receipts.
A copy of the sponsor’s reimbur sement check along with a copy of
the entire HHS-348 package isto be submitted directly to the OFM
Generd Ledger, Reports and Reconciliation Branch. Thisisto occur for
al sponsored travel actions except In-Kind.  The appropriate contact
person can be reached on 301-496-4478.

$ If payment isInKind, acopy of the package does not need to be
submitted to OFM.

$ The Center for Information Technology will continue to generate the
Semi- Annua Sponsored Travel Report which isrequired by the Assistant
Secretary for Adminigtration and Management/OS.,

$ Sponsored Trave records should be maintained in accordance with NIH
Manual Chapter 1743, Section 1500 ATravel and Transportation)

NOTE: For additiond information on Sponsored Travel Requirements and
Procedures you can reference NIH Manua 1500 Appendix 6
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1500-08-04 Acceptance of Payment from a Non-Federal Sourceto Cover Travel
Expenses - CRADASs

A. Definition - CRADA (Cooper ative Resear ch and Development Agreement).
Under 15 U.S.C. 3710a(b) (3) (A), agovernment-operated Federa laboratory may accept,
retain, and use funds from a collaborating party pursuant to a CRADA agreement. A
CRADA isidentified by aunique CAN and the acceptance of payment from a CRADA
Collaborator is transacted smilarly to that of an IC direct appropriation account.

B. Poalicy.

1. Trave under a CRADA in support of the collaboretive effort is consdered
“advisory travel”. Accordingly, the provision of “advisory services” under aCRADA
by Federa employees as part of their officid dutiesis authorized under Title 42 U.S.C.
3506. Under thisauthority NIH may not authorize 1) spousal travel, 2) benefits
in excess of the FTR limitations, or 3) acceptance of payment from a conflicting
non-Federal source.

2. Travd rdativeto a CRADA to atend “meetings or smilar functions’ may be
authorized under 31 U.S.C. 1353 and 5 U.S.C. 7342 in accordance with the policies
and procedures st forth in HHS Travel Manua Chapter 1-70 and NIH Manual 1500
Chapter 08-01(A) and (C).

C. Procedures.
1. Trave using fundsfrom a CRADA CAN.

a) In acasewhere an active CRADA exigts and the provison of trave fundsis
referenced in the “ Contributions’” gppendix of the agreement, the policies and
procedures provided in NIH Manual 1500 Chapter 01-02 are gpplicable. Travd is
smply performed citing the appropricte CRADA CAN on the Travel Order.

b) In a case where an active CRADA exigts and either: (1) the CRADA does not
document the provision of trave funds; or (2) CRADA funds become exhausted; an
amendment to the CRADA authorizing the use of CRADA fundsfor travel or
providing additiond funds prior to travel being initiated, should be properly
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executed. Trave isperformed asin C(1)(a) above. NOTE: Should an emergency
travel Stuation arise, and there isinsufficient time to amend the agreement, the HHS-
348 mechanism as outlined in C(3) below may be applied.

2. Trave with direct support documentation.

a) In acase where an active CRADA exists and language permitting direct support
by the Collaborator for CRADA rdated travel isincluded in the “ Contributions’
appendix of the agreement, the HHS-348 mechanism may be gpplied. Either an“In
Kind” or “In Cash” transaction may be authorized. All requests of this nature must
be processad through the ADB using the appropriate 1C reimbursable CAN and
must be in compliance with dl of the aforementioned HHS-348 sponsored travel
regulations and policies and procedures.

b) In a case where an active CRADA exigts and there is no language permitting

direct support for travel in the “Contributions’” gppendix of the agreement, an

amendment should be executed to add the gppropriate provision to the agreement.

Following this amendment, the HHS- 348 mechanism may be gpplied as outlined in

2(a) above. NOTE: Should an emergency travel

Stuation arise, and there is insufficient time to amend the agreement, the HHS- 348
mechanism as outlined in C(3) below may be applied.

NOTE: Thefollowing isan example of “direct support” language: “In order to
further the research efforts under this CRADA, the participation of NIH staff will
likely be required at selected scientific or development meetings. As part of this
CRADA, it is agreed that the Collaborator may provide direct support, under the
HHS-348 travel mechanism, for the travel and related costs for attendance of NIH
gaff in such activities. Acceptance of Collaborator’s support will be contingent upon
appropriate |C gpprova.”

3. CRADA emergency trave circumstances. In acase where an active CRADA
exigs, there is no language permitting direct support or any provison for travel, and an
emergency travel Stuation arises, the HHS- 348 mechanism may be applied. However,
thetraveler may only be authorized for “1n Kind” payment. No“In Cash”
reimbursement isto be authorized. The same procedures outlined in NIH Manud
1500 Chapter 08-02 will goply. NOTE: The emergency travel must be considered
urgent, not reasonably anticipated by the CRADA Principal Investigator, and
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critical to the performance of the CRADA research. ( Example: A meeting
required with regard to concerns over adverse eventsin aclinical trial)

NOTE 1: For the above procedures which incorporate use of the HHS- 348 mechanism,
acomplete and thorough conflict of interest analysis must be conducted and dl travel
cogs will be authorized in accordance with dl of the gpplicable FTR, Department, and
NIH policies and procedures.

NOTE 2: For internal control and auditing pur poses, and in accordance with NIH
Manual 3053, I C’'s should establish a recording processthat will identify all
HHS-348 sponsored trave transactionsthat reflect an |C rembursable CAN in
connection with CRADA related travel activities. Further, in the

above scenarios, under no circumstances are appropriated fundsto be used to
cover travel expenses of an employee of the CRADA partner who isworking at
an NIH facility in support of the CRADA project.

D. Payment Acceptance. Under 42 U.S.C. 3506, an employeeis permitted to accept cash,
check, or smilar instrument directly from the Collaborator. However, direct acceptance of
reimbursement by the employeeisthe least favored method of reembursement. If the
Collaborator issues payment directly to thetraveler in the form of a cash, check, or
smilar instrument, the same guideines outlined in 1500-08-02 (B)(3) ar e applicable.

NOTE: FTR 301-73.102 provides that NIH travelers mug use the travel management sysem in
place a NIH, i.e., aTMC, to arrange for common carrier transportation, lodging, and rentd car
services (see NIH Manua 1500 Chapter 02-01). Employees working under a CRADA should
comply with thisregulation for al “In Cash” sponsored travel transactions. For “In Kind”
sponsored trave transactions, employees working under a CRADA may obtain services viathe
CRADA Collaborator, but those services should be in compliance with the regulations provided in
41 CFR 304-1 and the policies and procedures contained in HHS Travel Manua Chapter 1-70.

E. Guidance. For further information with regard to Title 42 U.S.C. 3506 travel authority,
see NIH Manua 1500 Chapter 08-01 (B).



